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Welcome 


Welcome to WordPerfect®. WordPerfect 6.0 for DOS—the new version of the world’s 
best-selling word processing software—is the most revolutionary WordPerfect yet. Its 
new and enhanced features, coupled with an optional graphical editing mode, make it 
more powerful, yet easier to use than ever. Getting Started gives you all the information 
you need to install and start using WordPerfect. 


Registering WordPerfect 


As an upgrade user of WordPerfect, your registration/license number is found on your 
original Certificate of License. When you first start WordPerfect, you are prompted for 
your Customer Registration number. Enter the number from your original Certificate of 
License. Once you've entered a registration number, you can choose WP Info from the 


Help menu to view or edit the number. 


Your license number is proof that you own a legal copy of WordPerfect. It may be 
needed when you call Customer Support, and it will be required if you upgrade to a new 
version of WordPerfect or order replacement disks. 


If you have licensing questions, you can call Customer Registration at the following 
number: 


Customer Registration (801) 222-4555 (toll) 


Welcome 
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Installing WordPerfect 


This section contains the information you need to install WordPerfect, including the 
following: 

* System Requirements 

* Installing WordPerfect on a Hard Disk 

* Installing WordPerfect on a Network 

* Questions and Answers About Installing 


System Requirements 


Your computer system must have the following for you to install and run WordPerfect 
6.0 for DOS. 


Minimum Requirements 


¢ Personal computer using a 286 processor 

* 480K free conventional memory 

* DOS 3.1 or higher 

* Hard disk with 7M free disk space for minimal installation 


IMPORTANT: You will not be able to use some advanced functions if you run 
WordPerfect 6.0 for DOS using the minimum system requirements. 


Recommended Requirements 


è Personal computer using a 386 processor 

520K free conventional memory 

DOS 6.0 (or an earlier version with a memory management program) 
Hard disk with 16M free disk space for complere installation 

VGA graphics adapter and monitor 


* 
> 
> 
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Installing WordPerfect on a Hard Disk 


Because WordPerfect files are in compressed format, you must use WordPerfect’s 
installation program to place the files on your hard disk. You'll follow the same steps 
whether you're installing WordPerfect for the first time or whether you're installing it as 
a new (upgrade) version. 


You don't have to delete an earlier version of WordPerfect from your hard drive before 
installing WordPerfect 6.0. For example, if you're using WordPerfect 5.1, it may be 
located іп C:\WP51. Installing WordPerfect 6.0 creates a new directory C:\WP60. You 


can then run either program. 


If your disk space is limited, you may want to delete your old version of WordPerfect 
before installing WordPerfect 6.0. Just be careful not to delete documents, styles, 
graphics, or macros you'll want to use with WordPerfect 6.0. 
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4 Installing WordPerfect 


To install WordPerfect to your hard disk, 
1 Insert the Install 1 disk into drive A (or drive B). 
2 Acthe DOS prompt, type a:install (or b:install), then press Enter. 


8 Read the on-screen instructions carefully and follow the prompts to finish installing 
WordPerfect. 


We recommend the Standard Installation for most users. For more information about 
installation options or answers to questions you may have while you’re installing 
WordPerfect, refer to Questions and Answers About Installing later in this section. 


IMPORTANT: When you’ve finished installing the program to your hard disk, put the 
original disks in a safe place. Avoid exposing them to sunlight, dust, and magnetic fields 
(even televisions, telephones, and stereo speakers contain magnets). If one of the original 
disks becomes damaged or lost, you may not be able to recover the contents of that disk. 


Installing WordPerfect on a Network 


This section is for the network supervisor who is in charge of installing programs on the 
network. You can skip this section if you're not installing WordPerfect on a network. 


What You Should Do Before You Install WordPerfect 


* Ensure that you have sufficient rights or privileges to the drive on which you are 


going to install. For example, you should be able to copy, rename, write, delete, read, 
and create files. 


Check to see that at least 16M of disk space is available for a complete installation. 


Verify that the drive letters you specify during installation are consistent with those 
that are available on your server. 

Make sure the total number of WordPerfect copies in use does not exceed the 
number printed on your Certificate of License. If you need more copies than your 
license allows, call the WordPerfect Orders Department to order additional licenses. 


This number is listed under WordPerfect Corporation Customer Services at the end of 
this guide. 


IMPORTANT: Map a search drive to the WordPerfect program directory before you 
install. Only one search drive is needed to run WordPerfect on Netware. 


Starting install 
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Make sure the destination resource (or drive) to which you intend to install 
WordPerfect is available. 


2 Insert the Install 1 disk into drive A (or drive B). 


8 Atthe DOS prompti, type a:install (or b:install) and press Enter. 


4 Read the on-screen instructions carefully and follow the prompts to the Installation 
Options, then choose Network Installation. 


8 Continue to follow the prompts to finish the installation. 


B Ifyou need help, call WordPerfect Customer Support at the Networks numbers listed 
under WordPerfect Corporation Customer Services at the end of this guide. 


What You Should Do After You Install 


* Use your network’s security system to secure files that are critical to the operation of 
WordPerfect before it is used regularly on the network. 


* Share the WordPerfect directories with (or make them accessible to) all users on the 
network. 
* Set up each user's workstation by including SET and redirection commands in 


AUTOEXEC.BAT, network profiles, or login scripts as you deem necessary. 


Viewing README.NET 

The README.NET file contains information about networking WordPerfect that was 
not available when this guide was printed. This file, which can be printed, has current 
information on how to troubleshoot network problems and fine-tune WordPerfect on the 


network. 


Setting up Environment Files 

A network installation creates an environment file for WordPerfect. Environment files 
contain startup options that let WordPerfect operate as networked software. See 
Appendix L: Networking WordPerfect in Reference for more information. 


Questions and Answers About Installing 
The following are answers to questions you may have about installing WordPerfect. 


Do I need to delete earlier versions of WordPerfect before | install? 

No. A Standard Installation places the 6.0 version in a different directory than earlier 
versions. Just make certain the PATH= statement in your AUTOEXEC.BAT is 
referencing only one installation of WordPerfect (for example, either C:\WP51 or 
C:WP60). 


If your disk space is limited, you can delete your earlier version of WordPerfect, and then 
install WordPerfect 6.0. Be sure to copy documents, styles, graphics, and macros you 
want to use in WordPerfect 6.0 to a new directory before deleting the earlier version of 


WordPerfect. 


Which Installation option should I choose? 

The Standard Installation is the recommended installation option for most users, whether 
you are installing WordPerfect for the first time or whether you are installing a new 
(upgrade) version. 
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В Installing WordPerfect 


The following table shows which installation option to choose: 


Installation Option Use 


Standard Installation То install WordPerfect for the first time, or to install 
WordPerfect for a new (upgrade) version 


Custom Installation To perform a minimal installation, to install only part of 
the program (such as printer or learning files), or to install 
sets of files to directories you specify 


Network Installation То install WordPerfect for use by many users оп a 
network 


When installing WordPerfect, a prompt tells me that I don't have enough room to install all the 
WordPerfect files. What should | do? 

You can either exit the installation program and delete unnecessary files from your hard 
disk to make more disk space available, or you can choose a Custom Installation that lets 
you select those files you want to install. 


Several files, such as Learn files, Speller and Thesaurus files, and sound driver files are not 
required to run WordPerfect. For example, if your computer isn't set up for sound, you 
wouldn't need the sound driver files. Of course, these files can be added later through a 
Custom Installation. See Appendix M: Program Files in Reference for a list of the files 
necessary to run WordPerfect. 


What happens to the files | created with earlier versions when | install WordPerfect 6.0? 
Nothing. Installing WordPerfect 6.0 creates a new directory (C:W/P60) rather than 
copying over files in an existing directory that contains an earlier version. You can then 
run either WordPerfect 6.0 or an earlier version of the program. 


If you choose to delete an earlier version of WordPerfect before installing WordPerfect 
6.0, copy any files you want to keep to a different directory. 


What is the WPCBODOS directory? 


WPCGODOS is a shared location directory. This directory contains several files, such as 
Grammatik, Speller, Thesaurus, and fonts. 


How can | conserve disk space? 

You can choose Minimal Installation under the Custom Installation option to install only 
the files necessary for running WordPerfect. This option requires a minimum of 7M of 
free disk space and does not install the Learn files, Speller, Thesaurus, Grammatik, 
macros, graphics, and preset Button Bars. 


You can also choose Custom Installation and install the program files plus any other files 
you want. 


After you install, you may be able ro delete some files, depending on your computer 
setup. See Appendix M: Program Filesin Reference to see which files you can delete. 


Can І use Keyboards, styles, and macros | created with WordPerfect 5.1 In WordPerfect 6.0? 
While you cannot use keyboard layouts from an earlier version, you can use any styles you 
created with WordPerfect 5.1. Simply retrieve the WordPerfect 5.1 files into 

WordPerfect 6.0, and the program automatically converts these styles so you can use 

them in WordPerfect 6.0. 


You can also use any macro you created in WordPerfect 5.1. WordPerfect 6.0 comes 
with a macro conversion program that converts your macros, although you may need to 
edit some complex macros after you’ve converted them. See the Online Macros Manual 
(choose Macros from the Help menu). 


What Is a printer driver and why should | install it? 

A printer driver is a file that lets you print to a specific printer. Before you can print 
documents from WordPerfect, you need to install che appropriate printer driver. You can 
install printer drivers when you install WordPerfect or at a later time. 


While you're installing WordPerfect, each installation option lets you install printers. 
You can choose your printer from a list of available printer drivers. If your printer is not 
listed, WordPerfect may still have a printer driver you can order for your printer. See 
WordPerfect Corporation Customer Services at the end of this guide for information about 
ordering additional printer drivers. 


If you have installed WordPerfect and want to add an additional printer driver, find the 
disk labeled Install 1 that came with your original WordPerfect 6.0 package. Follow the 
installation instructions as described earlier in this section until you come to the 
WordPerfect 6.0 Installation screen. Choose Device Files under Miscellaneous Options, 
then follow the online prompts to choose the printer driver(s) you want from the Printer 
Driver(s) options. This procedure installs only the printer files you select. 


| installed printer drivers for an earlier version of WordPerfect. Can | use the same drivers? 
While you can convert printer files to use with WordPerfect 6.0, we do not recommend 
using printer drivers from earlier versions of WordPerfect. A standard installation of 
WordPerfect 6.0 installs updated printer files with your program. 


I chose Minimal Installation from the Custom Installation option. Why can't І run the Speler, 
Thesaurus, or Grammatik? 

A minimal installation will install only those files necessary to run WordPerfect. If you 
want to install writing tools such as Speller, Thesaurus, or Grammatik, choose Custom 
Installation, then install the files you need. 


What are the README filas? 

README files contain information about program changes made after this guide was 
printed. You can view README files by retrieving them in WordPerfect or any text 
editor. You can also print them. The names of the files begin with “README.” 


l accidentally deleted some WordPerfect files. Can І reinstall only part of WordPertect 6.0? 
Yes. Start the Install program, choose Custom Installation, then select only those files 
you want to reinstall. 
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Test Run 


Besides offering more power and flexibility, che new WordPerfect 6.0 environment 
simplifies many word processing tasks. This tour through WordPerfect 6.0 introduces 


you to the following areas: 


The WordPerfect Screen 
Pull-Down Menus 

Dialog Boxes 

Optional Graphical Editing Modes 
File Conversion 

Windowing 

Button Bar 

Ribbon 

Help 

Printing 


+ ©% ©% è оо ooo o o 


The WordPerfect Sereen 
1 Ifyou haven't already done so, start WordPerfect. 


One of the first things you may notice when you start working in WordPerfect 6.0 is that 
Esc is assigned to Cancel, F1 is assigned to Help, and F3 brings up a list of open 
documents. 


These new keystroke assignments make WordPerfect 6.0 more consistent with products 
on other platforms. However, if you prefer the WordPerfect 5.1 keyboard mappings, you 
can switch back to the old method (Shift+F1, 3, k, OK, Close). 


Pull-Down Menus 


To make features easier to find, WordPerfect offers pull-down menus. You can display a 
menu by clicking its name (such as File) with the mouse, or by holding down Alt and 
pressing the letter highlighted in the name (such as Alt+f for the File menu). 


Test Run 8 


10 Test Run 


1 Click File (or press Alt«f) to display the File menu. 


Print/Fax... 
Print Preview... 


Shft«F7 
Shft+F7 


Go to Shell... Ctrl+F1 
Exit... F? 


Exit UP... Hone ,F7 


Doc 1 Pg 1 Ln 1" Pos 1" ) 


If you choose a menu item followed by ellipses (...), a dialog box appears. If you choose a 
menu item followed by a triangle (>), a submenu appears containing additional items. 


2 Press Right Arrow (-) several times to scroll through the menus and look at the new 
set of features. 


3 Press Esc twice to return to the document. 


If you prefer function keys over pull-down menus, you're in luck. Most of the 
WordPerfect 5.1 keystrokes perform the same task in WordPerfect 6.0. 


HINT: If you never want to use the pull-down menus, you don’t have to. You can use 
the clean-screen approach that WordPerfect 5.1 offers by turning off the pull-down 
menus. To turn off the menus, choose Pull-Down Menus from the View menu. Like 
many other features on the View menu, this feature can be turned on and off. If the pull- 
down menus aren't displayed, but you want to use them, press Alt+=. 


Dialog Boxes 


Dialog boxes let you communicate with the WordPerfect program. Dialog boxes in 
WordPerfect 6.0 are similar to dialog boxes used in other graphical interfaces, such as 
those found in Macintosh, OS/2, and Windows products. 


The following illustration shows some of the items found on a dialog box. 


Check boxes ————— —R — | 
Radi 


Drop-down list 


Push Buttons 


The Font dialog box in Text 
Mode 


Cancel button 


К Boxes] o Buttons — — — —3,—— Radio Buttons 
1. E J Option 1 4. € ) Option 1 
2. Г J Option 2 5. € ) Option 2 
3. [ J Option 3 6. ( ) Option З 
| 7. Drop List [ Entry 1 41 B. Entry Ficld———_»—- Entry field 
[Ok | 
Item Description 
Check Box A small box corresponding to an option in a dialog box. 


Clicking on a check box selects or deselects the option. 
Pop-Up List A list of options that is displayed when you click and hold it. 


Drop-Down List ^ Similar to a pop-up list, with the capability to perform a name 
search if you type text at the top of the drop-down list. 


Entry Field The area in a dialog box where you type text, such as a 
filename or a number. 


Push Button A graphic representation of an option or a command that 
activates the option or executes the command when selected. 


Radio Button One of a set of buttons corresponding to options in a dialog 
box. Only one radio button in a group can be selected at a 


time. 
Now let’s see how dialog boxes look and work in WordPerfect 6.0. 
1 Choose Font from the Font menu. 


Or O Press Corls-F8 


Se ит Font а аала 
= Type Built-In Apple Laserüriter IINTX 
1. Font І Courier 112. Size І 12pt п 
. @рреага! . Positi 
L 1 Dold E 1 Italics I] Small Caps (а) Normal 
U 1 Underline C 1 Outline I 1 Redline € ) Superscript 
I J Dbl Undline I 1 Shadow I 1 Strikeout € ) Subscript 


Iting Font ——— 
| Courier ipt ^N | 


OK button 
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You can click the scroll arrows 


to highlight a font. 
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2 Click Italics (or press 3, 4) to select the Italics check box. 
8 Select Font to display the Font drop-down list, then select Helve-WP (Type 1). 


HINT: To select an item from a list, you can double-click the item, or highlight the item 


and press Enter. 


601 Bold Italic (Speedo) 
B01 Italic (Speedo) 
B01 Roman ( lo) 


Itin 
Helve-UP 12р1 (Туре 1) 


Notice that several Speedo and Type 1 fonts have been included with WordPerfect 6.0, 
including Dutch Roman, Swiss, Bodoni-WP, Helve-WP, апа Roman-WP. These fonts 


work for all laser printers and for most printers with graphics capabilities. 

4 Select 18 from the Size drop-down list. 

9 Press the Tab key and the arrow keys to move through options on the dialog box. 
Experiment with ways of selecting and deselecting options. 

8 When you have selected all the options you want, choose OK (or press F7). 
Choosing OK (or pressing F7) closes the dialog box and activates any options you've 
selected. Choosing Cancel (or pressing Esc) closes the dialog box and cancels any options 
you’ve selected. 


7 Type a sentence ог two. 


The text you type is formatted with the font and attributes you selected. However, 
because you are in Text Mode, the font does not appear on the screen. 


The Resulting Font box 


Optional Graphical Editing Modes 


WordPerfect lets you edit your documents using one of three editing modes: Text Mode, 


Graphics Mode, and Page Mode. 
Editing Mode Description 


Text Mode Text Mode is the same as the only mode offered in 


WordPerfect 5.1. Text is displayed in a character-based 
format, and graphics and text boxes are displayed as empty 


boxes. 

Graphics Mode Graphics Mode lets you view how text will appear when 
printed. You can also see the contents of graphics boxes and 
text boxes. 

Page Mode Page Mode is like being able to edit your document in Print 


Preview. Unlike Graphics Mode, Page Mode displays headers 


and footers, footnotes, endnotes, and page numbering. 


1 Choose Graphics Mode from the View menu. 
Or Press Corl+F3, 3 


2 Choose Font from the Font menu. 


Or Д Press Corl+ F8 


Саала EAR] Font 
Тире [Graphics Font [Apple Laseruriter IINTX 
= = а 
| 1. Font [Helve-UP СТурс 1) [7] 2. Size 
—3. Appearance ——— —— = 25] -5. Position —— — 


Г] Bold Б] Italics C] Small Caps e Mornal 
DJ underline O outline О Redline | © Superscript 
Г] Dbl Undline O Shadou Г] Strikeout © Subscript 


[-4. Relative Size-————-—-—--------——---——-, —6, Underline — — 
ә. Mornal © Small O Verg Largc | [3 Spaces 
O Fine © Large O Extra Large O Tabs 


Resulting Font— === — —— 


The Quick Brown Fax Jumped Over tha Lazy Dog 


The Font dialog box in Graphics Mode. 


9 Select a different font and size. 
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Notice that the Resulting Font box displays what your text will look like if you choose 
OK with the current options selected. 


4 Choose OK (or press F7) and type some text using the new font. 


аана 


File Conversion 


You don’t have to convert WordPerfect 5.1 files to open (or retrieve) them in 
WordPerfect 6.0. Let’s have you open one of your 5.1 files. 


1 Choose File Manager from the File menu (or press F5). 
2 Туре the pathname of the directory where your 5.1 files are stored, then choose OK. 
8 Highlight one of your files, then choose Open into New Document. 


Your WordPerfect 5.1 document is opened into a new document window. You can open 
as many as nine documents in WordPerfect 6.0 at the same time. 


Windowing 


You can move and size document windows in WordPerfect 6.0. You can even use scroll 
bars to scroll through your documents. 


1 Choose Frame from the Window menu. 


Or O Pres Crrl+F3, 1, 2 


ile it Шем out Tools Font Graphics Window Help 4 Mi "Y 
ee 1-С:\ШРБ0МШЕТТЕК Pai imize an inimize 
Close box | Мах 


November 23, 1995 buttons 
е Eleni Novak 

4358 Walker Dr. 

Atlanta, GA 30276-3582 


| You're all encouraged to attend Atlanta's Earth Day 

| event. Please pay particularly close attention to the kind 

| of impact you'll make on Waldron Park. Ideally. we hope 
you dont leave any impression at all, especially in the 
form of discarded wrappers and paper cups. It wouldn't 
look to good if we, the espousers of environmentally 
friendly living, were to make a mess of Waldron Park. 


elue-UP 18pt (Type 1) Doc 1 Pg i Ln 1" Pos 1' | 
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Clicking the Close box lets you exit the document. Clicking the Maximize button 
expands the document window and removes the title bar and frame. Clicking the 
Minimize burton reduces the document window to a small window. 


If you have a mouse, you can size and move document windows. You can size document 
windows by dragging the left, right, or bottom sides of the window. You can move a 
window by dragging the title bar. 


2 Choose Vertical Scroll Bar from the View menu. 


File Edit Шем Layout Tools Font Graphics Uindow Help 
[| [i-C :\UP6O\LETTER) 


ПП! 
[S — Scroll Arrow 


November 23, 1995 


Eleni Novak 
4358 Walker Dr. 
Atlanta, GA 30276-3582 u— Scroll Thumb 


Dear Eleni, 
You're all encouraged to attend Atlanta's Earth Day 


event. Please pay particularly close attention to the kind 
of impact you'll make on Waldron Fark. Ideally. we hope 


you don't leave any impression at all, especially in the 
form of discarded wrappers and paper cups. It wouldn't 
look to good if we, the espousers of environmentally 
friendly living, were to make a mess of Waldron Park. 


[Helve-UP 18pt (Type 1) Doc 1 Pg 1 Lu 1" Pos 1” 
З If you have a mouse, use the scroll arrows and scroll thumb to move the cursor 
through the document. 


Notice that the cursor moves down one line each time you click the scroll arrow, and the 
cursor moves down one screen each time you click the scroll bar outside the scroll thumb. 
You can also drag the scroll thumb to move the cursor. 


4 Choose Vertical Scroll Bar from the View menu to turn off the scroll bar. 


5 Choose Maximize from the Window menu (or click the Maximize button). 


Button Bar 


The Button Bar gives you quick access to the features and macros you use most often. 
However, you need a mouse to use the Button Bar. 
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1 Choose Button Bar from the View menu. 


ile Edit View Layout Tools Font Graphics Window Ip 


= | | | bees | 
Use scroll arrows to see — — — pee Sa) А ЕЛЕ | oa d 


additional buttons 
November 23, 1995 


Eleni Novak 
4358 Walker Dr. 
Atlanta, GA 30276-3582 


Dear Eleni, 


You're all encouraged to attend Atlanta's Earth Day 
event. Please pay particularly close attention to the kind 
of impact you'll make on Waldron Park. Ideally, we hope 
you dont leave any impression at all, especially in the 
form of discarded wrappers and paper cups. It wouldn't 
look to goad if we, the espousers of environmentally 
friendly living, were to make a mess of Waldron Park. 

Li Doc 1 Pg 1 Ln 1" Pos 1" 


The Button Bar appears in Graphics Mode. 


2 Click the Text Mode burton. 


File Edit Шеш Layout Tools Font 


venber 23, 1995 
Eleni Масак 
4358 Ualker Dr. 

Atlanta, GA 30276-3582 


Dear Eleni, 


You're all encouraged to attend fitlanta's Earth Day 

event. Please pay particularly close attention to the kind 
of inpact you'll nake on Waldron Park. Ideally, ue hope 
you don’t leave any inpression at all, especially in the 
farn of discarded urappers and paper cups. It uculdn't 

ook ta good if ue, the espousers of envirannentally 
friendly living, uere to nake a mess of Waldron Park. 


Renenber to recycle. 

fou" 11 be receiving lots of published information like flyers, 
panphlets, posters, brochures, and other niscellancous 
"printed itens. To be safe, take only itens you vant to 

save. Or, when you've read enough, pass along the 

C: NUPGONLETTER 
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Notice that the Button Bar doesn’t display unless you turn it on in Text Mode, even 
though you turned it on in Graphics Mode. 


3 Choose Graphics Mode from the View menu. 
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Zoom 


You can delete buttons, change their order, and display them on any side of the screen. 
You can also create your own Button Bars. For example, you can create one Button Bar 
for newsletters, another Button Bar for merge functions, and another Button Bar that lets 
you display other Button Bars. 


4 Choose Button Bar from the View menu to turn off the Button Bar. 


Ribbon 


The Ribbon offers additional ways of formatting a document. You need a mouse to use 


the Ribbon. 


1 Choose Ribbon from the View menu. 


Columns Font 


Marg [v] [None MIR Col [x] [Left [+ | [He1ve-uP (Туре 1) [+] 18pt 


Styles Justification Font Size 


2 Choose 75% from the Zoom drop-down list. 


Layout “Font 


Movembar 22, 1993 


Ejani Novak 
4238 Waker Dr. 
Atenta, GA 30275-3582 


Dear Eleni, 


Youre al encouraged D attend AtanfaS Ear Оз 

erent Pisase pay paraculary close atendon D ths kr 
of impxt youll make on Wokron Park. Mealy ws hops 
you dont pere any impression et all especialy un the 
ют сї0:5с2170 wrappers and papar cups П кюобп? 


look р good it we, the espousers of ervrcamentaly 
mandiy inng, were D maka a mess of Waldron Park 


Rerrametr ta recycíia 

Youll be receung DIS of pubishsd nromanon Ke MIIS 
pamphlets posters, brochures, end other mrscefeneous 
pnntod items. To ba sara, fake only toms you war? 0 
ssve Cy, when yours resd enough, pass BIONG ihe 
literature to a green mand 


Rersrréer to leave your car home. 

Youll waste your tine end gas tying fo get thnigh the 
97 bck Lest yeer, the average car iaied 45 mnutes in 
Earth Day related tare Vol 27 broatha 2 1078 oasior if 
yOu фэ mass transit 
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Your document is displayed at 7596. 


3 Choose Marg from the Zoom drop-down list to return the document to the full 
screen. 


4 With the cursor at the top of the document, choose Center from the Justification 
drop-down list on the Ribbon. 
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Quick keystrokes for using the 
feature 


Scroll bar 
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The rest of the document is now centered. Now suppose you think it was a bad idea to 
center your document. You can use the Undo feature to reverse your last formatting 
change. 


§ Choose Undo from the Edit menu. 
Or O Press Стъг 


The document is no longer centered. Undo is useful for reversing actions such as deleting 
text, typing text, sorting, or changing a font. You can even undo a global search-and- 
replace. However, you cannot undo actions that don’t affect your document, such as 
scrolling the cursor or canceling a dialog box. 


6 Choose Ribbon from the View menu to turn off the Ribbon. 


If you have questions about how to use a feature or perform a task in WordPerfect, it’s 
easy to find your answer using the Help feature. For example, suppose you want to know 
how to create and print envelopes. 


1 Choose Index from the Help menu. 

Or El Press F1, Enter 
2 Choose Name Search (click it or type п). 
3 Type env and press Enter. 


4 Choose Look (or press Enter) to see how to create an envelope. 


[Envelope] 

> Shift:F8, Page, Envelope 

> CtrleF3, Merge, (type a Fora File name and Data File name), Data 
File Options, Generate an Envelope for Each Data Record 


Purpose 
Use the Envelope feature to create an envelope fron the letter in 
your current document or from the return and mailing addresses you 
specify. 


Steps 
1 Open the letter for the current envelope. 


2 Choose Envelope fron the Layout menu. 


WordPerfect tries to retrieve the mailing address from your 
current docunent. 


Eme Content) (Coaches) [оК] (revious ] 


Jump terms 


To scroll through a Help topic, you can click the scroll bar or press the arrow keys. 


5 Scroll through the Envelope topic until you reach the end of the topic. 


6 Choose Return Address, type the return address (if needed), 
then press F?. 


? Choose Mailing Address, type the nailing address (if needed), 
then press F7. 


B If you vant to include a bar code, type the ZIP code in the 
POSTNET Bar Code entry field Cif needed). 


§ Choose Print to print the envelope. 


or... Choose Insert to insert it into your current docunent. 


See Also 


POSTNET Bar Code 


Paper Size/Type 


You can receive additional information on related topics by selecting jump terms. 

B Highlight POSTNET Bar Code and press Enter. 

The POSTNET Bar Code topic appears. 

7 When you are finished looking at the Help screens, choose Cancel (or press Esc). 


WordPerfect’s Help system is context-sensitive, which means you can get direct help 
based on the area of the program in which you're working. For example, if you are in the 
Font dialog box and you have a question, all you have to do is press F1, and the Help 
topic for Font appears. 


Printing 


To print a document in WordPerfect, you must first select a printer and specify which 
port you are using. If you have used the Standard Installation option when installing 
WordPerfect, you likely selected a printer when you installed. If a printer is not selected 
or if you want to change the printer that is currently selected, choose Print from the File 
menu, then choose Select. Highlight the printer you want to use, then choose Select. 
Choose Close to return to your document. If you have trouble selecting a printer, see 
Print: Select Printer in Reference. 
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The printer you select will be in effect for all new documents. If you need to add 


additional printer drivers to WordPerfect, see Installing WordPerfect earlier in this guide 
for information about installing printer drivers. 


You have now finished the Test Run. As you can guess, you have been introduced to 


only a few of the new features included in WordPerfect 6.0. Please continue to learn and 
experiment with the program. 


20 Test Run 


New and Enhanced Features 


Paragraph border 


Column border 


Page border 


This section explains many of the new and enhanced features of WordPerfect 6.0 for 


DOS. 


Bookmarks and QuickMark 


You can now easily mark your place in a document without having to create a macro. 
You can add bookmarks that remain in your document until you delete them, or you can 
set a temporary bookmark (QuickMark). You can press Ctrl+q to set a QuickMark, and 
you can press Cerl+f to find the QuickMark. 


Borders 


It's now easy to create borders for paragraphs, pages, or columns, as well as for graphics 
and tables. You can select or create border styles that control inside and outside spacing, 
border lines, shading, and corners. 
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Button Bar 


The Button Bar feature gives you quick access to the commands and macros you use most 
often. Buttons on your Button Bars perform commands and macros directly. 


Once you have displayed a Button Bar, you can activate any button by clicking it with 
the mouse (you must have a mouse to use the Button Bar). For example, you can click 
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the File Mgr button to run File Manager, or you can click the Envelope button to create 
an envelope. 
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WordPerfect’s default Button Bar 


You can create as many Button Bars as you want, and you can customize pre-defined 
Button Bars that ship with WordPerfect, such as Button Bars for Print Preview, Equation 


Editor, and Image Editor. To learn how to customize Button Bars, see Button Barin 
Reference. 


Center All Pages 


WordPerfect 6.0 has two separate options for centering pages: Center Current Page and 
Center Pages. Instead of having to center each individual page in a document, you can 
now select the Center Pages option to center all pages in the document. 


Character Mapping 


You can select a different character map depending on the language you are working 


with. This function lets you change the characters that are mapped to the base 128 
characters in WordPerfect. 
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Auto Code Placement 


In previous versions of WordPerfect, codes were always inserted at the cursor location. 
WordPerfect 6.0, however, has included the Auto Code Placement feature, which places 


codes at the beginning of a paragraph or page where appropriate. Auto Code Placement 
is turned on by default. 


For example, codes such as Line Spacing and Tab Set are inserted at the beginning of a 
paragraph. Codes such as Page Numbering and Paper Size/Type are inserted at the 
beginning of the page. The code replaces any previous code of the same kind. 


Auto Code Placement lets you easily place codes without relying on Reveal Codes. For 
more information, see Auto Code Placement in Reference. 


Delay Codes 


Delay Codes lets you list codes that will take effect a specified number of pages after the 
current page. Like Auto Code Placement, Delay Codes takes the guesswork out of 
inserting your codes in exactly the right place. 


For example, if you are using letterhead for the first page of your document but you are 
using normal paper for the rest of the document, you can set the paper size/type for the 
entire document on the first page. After you set up the paper size/type for the first page, 
you can place a second paper size/type in Delay Codes. 


Columns 


Balanced Newspaper 

In addition го regular Newspaper and Parallel columns, WordPerfect 6.0 now lets you use 
Balanced Newspaper columns, where the text of each column ends at the same vertical 
position on the page. If you add or delete text in any of the columns, WordPerfect 
adjusts the column length automatically. 


Regular newspaper columns Balanced newspaper columns 


Footnotes 
You can now place a footnote at the bottom of a newspaper column. 


Convert Case 


You can now use Convert Case to convert text to uppercase or lowercase letters. 


Counters 


You can use Counters to count or number items (using numbers, letters, and Roman 
numerals) in your document. This feature is useful for numbered items and lists of 
figures. 


New and Enhanced Features 28 


24 New and Enhanced Features 


Document Compare 


The Document Compare feature in WordPerfect 6.0 lets you compare differences in 
documents on four Jevels: paragraph, phrase, sentence, and word. 


Document Conversion 


A conversion utility (ConvertPerfect) is included with WordPerfect 6.0. This utility, 
along with other conversion drivers, lets you open and convert files from a variety of other 
formats. To convert a file from a different format, simply open it into WordPerfect. 


Document Information 


Use this feature to quickly access extensive information about a document, such as the 
number of words, sentences, paragraphs, and pages. 


Document Infornation 


Drag and Drop Text 


If you have a mouse, you can use Drag and Drop Text to move or copy blocked text in 
Graphics or Page Mode. Drag across any text in your document to block it, then release 
the mouse. Move the mouse pointer over the blocked text, then drag the cursor where 
you want the blocked text to be "dropped." Release the mouse to move the text. 


Indicates you are dragging text 


You can generate a POSTNET 
bar code for envelopes 
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Bruce Golden founded Ecoservices in 1961 upon returning to the 
private sector from serving under two US Presidents as the 


d requests from natur 
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specialty divisions ranging from man-made waterways to 
space ecology. Ecoservices 15 certified by the National 
Institute for Wildlife Preservation, Americans for Cleaner 
Solutions, European Environmental Avareness Group, and Planet 
Earth Group. 


Managerent Suncary 

Management consists of individuals who have at least 3 years of 
field experience as team leaders. Management levels include team 
leaders, field supervisors, and station managers. Individuals in 
these areas are responsible for conducting environmental 
management analyses and planning or redesigning construction 
projects to meet federal guidelines. These individuals have a 
total of 540 years of experience with Ecoservices and 490 years 
of experience in related disciplines. Executive positions, or 
upper management, consist of individuals who oversee corporate 
operations, a necessary evil in any for-profit enterprise.! 
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If you want to copy text, hold down the Ctrl key while you release che mouse, and the 
text will be copied instead of moved. 


Envelopes 


You can use the Envelope feature to create an envelope from the letter in your current 
document or from the return and mailing addresses you specify. You can also generate an 
envelope for each data record or specified data records in a merge file. 


DIANA WEST 
1200 MAIN ST 
PEPPER CITY IL 62433 


nnnm mmm 
MR DAVID G BROUGH 
3918 16TH ST 

VERNON WA 98765-132118 
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WordPerfect 6.0 can create a POSTNET (Postal Numeric Encoding Technique) bar 
code based on any 5-, 9-, or 11-digit ZIP code and print the bar code on an envelope. 


E-Mail Capabilities 


You can use the Launcher utility in WordPerfect 6.0 to attach documents to WordPerfect 
Office 4.0 e-mail messages by swapping WordPerfect out to memory and sending mail 
messages. 


Fax Capabilities 


You can now send faxes directly from within WordPerfect. WordPerfect supports 
FaxBios technology and includes the necessary drivers for Class 1, Class 2, or CAS- 
compliant fax devices. The quality of WordPerfect 6.0 faxed documents is much better 
than traditional faxed documents because fonts and graphics are preserved in the transfer. 


File Management 


Open/Retrieve/New 


In WordPerfect 5.1, Shift+F10 retrieves a saved file into the blank document screen or 
into the current document. In WordPerfect 6.0, Shift+F10 lets you either open a file into 
a new document or retrieve it into the current document. You can use the following 
commands to perform these tasks: 


Command Task 


Open Opens a saved file into a new document window, or into the 
current document window if it’s blank. 

Retrieve Retrieves a saved file into the current document window. 

New Opens a blank document window. 

Save Automatically saves the active document with the same name in the 


same location, without confirmation. 


Save As Displays the Save As dialog box, which lets you save the document 
with a new name, to a different location, or in a different format, 


such as WordPerfect 5.1 or ASCII text format. 


In a new document, the first time you choose Save from the File menu, the Save As dialog 
box appears. Each subsequent time you choose Save, the document in the active window 


automatically replaces the copy on disk. WordPerfect no longer asks you if you want to 
replace the existing document. 


Text In/Out 
The Text In/Out feature in WordPerfect 5.1 has been replaced by the Open, Retrieve, 
and Save As features in WordPerfect 6.0. To convert a file in WordPerfect 6.0, simply 


open or retrieve the file, and WordPerfect converts it for you. To save a file in a different 
formar, select the format you want from the Format pop-up list on the Save As dialog 
box. 


Exit/Close 

WordPerfect 6.0 includes two exit features: Exit and Exit WP. Exit prompts you to save 
a document before exiting. Choosing Exit WP displays a dialog box that lets you exit 
(and save) all documents at once. 
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The Exit WordPerfect dialog box. 


Unlike Exit, Close automatically closes the current document window, prompting you to 
save the document only if you have made changes since the last time you saved it. 


Sorting Files 
You can now sort files by filename, extension, date/time, and file size, as well as by a 
descriptive name and type. 


Last Open File 

You can now quickly and easily access the last four files that were opened or saved. While 
in the Open or Retrieve dialog box, simply press Down Arrow (1), and a list of files is 
displayed. 


You can also replay any of the last four macros you have played by pressing Alt+F10, then 
pressing Down Arrow (1) while in the Play Macro dialog box. 


Fonts 


Built-In Scalable Fonts 

WordPerfect 6.0 includes a number of customized scalable fonts, including TrueType, 
Bitstream Speedo, Intellifont, and Type 1. These fonts work for all laser printers and for 
most dot matrix printers. 


Automatic Font Changes 

Instead of having to exit WordPerfect and use the printer program (PTR.EXE), you can 
now modify Automatic Font Changes quickly and easily, directly from within 
WordPerfect 6.0. 
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You can change fonts from the 


Ribbon. 
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Initial Font 


The options for changing the initial font for the current document or for all documents 
are now located on the Font dialog box. 


Some printers (such as Postscript? and HP Laserjet III?) let you use scalable fonts. You 
can specify any size for a scalable font, such as 1] pt or 17.5pt. If your printer has scalable 
fonts, you must include a point size whenever you specify the font. 


You can select a font and size from the Font dialog box or from the drop-down list on the 
Ribbon. 


November 23, 1995 
Eleni Novak 

4358 Walker Dr. 

Atlanta, GA 30276-3582 


Dear Eleni, 


You're all encouraged to attend Atlanta's Earth Day 
event. Please pay particularly close attention to the kind 
of impact you'll make on Waldron Park. Ideally, we hope 
you dont leave any impression at all, especially in the 
form of discarded wrappers and paper cups. It wouldn't 
look to good if we, the espousers of environmentally 
friendly living, were to make a mess of Waldron Park. 
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Go To 


You can now use volume, chapter, and page to specify where you want to move the 
cursor. 


Grammar Checker 


WordPerfect 6.0 now includes Grammatik, the best-selling grammar checker from | 
Reference Software International, a company WordPerfect Corporation recently acquired. 
You can use this program to check documents for improper usage, punctuation, and 
other grammar errors. 


Graphics 


You can now retrieve graphics images directly into your documents. You can do this 
from File Manager or the Open dialog box by selecting the graphics file, or you can 
choose Retrieve Image from the Graphics menu. 


The graphic was here... 


Drag and Drop Graphics 
WordPerfect lets you see your graphics in the document window in Graphics Mode or 
Page Mode. You can easily move, size, and edit graphics. 


To move а graphic, select the graphics box by clicking on it, place the pointer anywhere 
inside it, then drag it to a new location. The text will automatically reformat around the 


graphics box. 
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Ecoservices 


Worldwide 


Ecoservices has spread 
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And it’s being moved here. 


To size a graphics box, click ir with the mouse to select it, then drag one of the sizing 


handles that appear. 


To edit a graphic in the Image Editor, double-click the graphic, then choose Image 
Editor. You have several editing options, including rotating the graphic, changing the 
brightness and contrast, and flipping the image horizontally or vertically. See Graphics: 
Editing Images in Reference. 
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Text flows around the graphic 
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Contour Text Aow 

You can make text flow around the right side, left side, or both sides of a graphics image. 
You can also make text flow around the image itself instead of flowing around the 
graphics box. 
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Complimentary information for visitors to Green Creek Row 


For the Record 
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Graphics Styles 

You can select or create graphics styles that specify options such as the size, position, fill 
type and border type. For example, you can choose between squared and rounded 
corners for a graphics box, and you can use a box shadow for any corner of a box and set 


the color and width of the shadow. 


Help 


Hypertext Help 

The hypertext Help system includes jump terms, which let you jump to a related Help 
topic, pop-up terms, which let you view a glossary definition, and buttons that let you 
move backward and forward through the Help system. 


Help in WordPerfect 6.0 is also context-sensitive, which means you can get direct help 
based on the area of the program in which you're working. 


Tutorial and Coaches 

The Online Tutorial teaches novice users how to perform basic tasks in WordPerfect such 
as creating, editing, and saving documents. The Coaches guide you through the steps of 
several different word processing tasks. 


Hidden Text 


You can hide text from displaying on the editing screen. Sections of text can be marked 
to be hidden. You can then choose to hide or show the marked text. This feature is 
especially useful when you want to "hide" a confidential part of the text from the printer 
or screen, but still want the information to be part of the document. 


Hypertext 


This new feature helps you build interactive documents. By clicking on a section of a file 
with a hypertext link, you can cause the cursor to jump to a different place within the 
same document, open another document, or play a macro. 


Interface 


WordPerfect lets you edit your documents using three types of editing modes: Text, 
Graphics, and Page. 


Editing Mode Description 
Text Mode Text Mode is the same as the only mode offered in 


WordPerfect 5.1. Text is displayed in a character-based format, 
and graphics and text boxes are displayed as empty boxes. 


Graphics Mode Graphics Mode lets you view how text will appear when 
printed. You can also see the contents of graphics boxes and 
text boxes. 


Page Mode Page Mode is like being able to edit your document in Print 
Preview. Unlike Graphics Mode, Page Mode displays headers 


and footers, footnotes, endnotes, and page numbering. 


Nine Documents 

You can now work with as many as nine documents at a time. Documents can be tiled or 
cascaded on the screen to let you view, size, minimize or maximize, and copy text easily 
from one document to another. 


Scroll Bars 
You can scroll through documents by clicking the scroll arrows with the mouse. 


Justification 


The Full Justification/All Lines feature allows every line in a paragraph to be justified, 
including those lines ending in a hard return. 
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Labels 


You can define a label and use that label definition for any printer since WordPerfect 6.0 
labels are created independently of a printer driver. 


WordPerfect also includes a Subdivide Page feature that lets you create several logical 


pages on one physical page. This feature is useful for creating items such as programs, 
booklets, cards, and tickets. 


Language Modules 


A Language Module lets you use features such as Speller, Thesaurus, and Hyphenation in 
a specific language. If you have purchased Language Modules for WordPerfect 5.1, you 
should update them for WordPerfect 6.0. For information on updating your Language 
Modules, call the WordPerfect Orders department. See WordPerfect Corporation 
Customer Services at the end of this guide for ordering information and phone numbers. 


Launcher 


This utility program will allow for easier integration of third-party programs, such as e- 


mail packages. When you launch another program, WordPerfect 6.0 will be temporarily 
swapped out to memory. 


Macros 


Differences Between WP 5.1 and WP 6.0 Macros 

WordPerfect 5.1 and 6.0 record macros differently. WordPerfect 5.1 macros record your 
keystrokes, while WordPerfect 6.0 macros record the results of keystrokes or mouse 
selections. For example, instead of recording each keystroke involved in changing your 


top margin to 2", a WordPerfect 6.0 macro simply records the command: 
Margin TopQ"^). 


Unlike WordPerfect 5.1 macros, WordPerfect 6.0 macros do not need a macro editor. 
They are simply WordPerfect documents that can be retrieved, edited, and even 
formatted in any of the nine WordPerfect document windows. The macro is compiled 


the first time you save or play it after making any change. If the macro has an error, 
WordPerfect helps you locate where the problem occurs. 


You can even create dialog boxes with WordPerfect 6.0 macros. 


Playing Macros 


In WordPerfect 6.0, you can play macros from a Button Bar, and you can map macros to 
your keyboard. For more information, see Macros in Reference and the Online Macros 
Manual (choose Macros from the Help menu). 


Converting 9.1 Macras 

You can also use macros you created in WordPerfect 5.1 by converting them. 
WordPerfect 6.0 comes with a macro conversion program that converts your macros, 
although you may need to edit some complex macros after you’ve converted them. See 
Converting 5.1 Macrosin the Online Macros Manual (choose Macros from the Help 
menu). 


Margin Adjustment 


The Margin Adjustment option lets you shift text to the right or left relative to the 
current margin. 


Memory Management 


WordPerfect 6.0 makes use of disk cache, expanded, and extended memory. 


Merge 
You can include or exclude a page break between each merged record. 


Conditional Merge 
You no longer have to create separate data files when merging. Instead, you can simply 
select which data records you want to include in the merge. 


Selectable Merge 
You can now use formulas to define which records are to be merged. For example, you 


can merge all records that have ZIP Codes between 84057 and 84604. 


Envelopes 
You can create an envelope for each record in a dara file, including a POSTNET bar 
code. These envelopes are automatically inserted at the end of the document. 


Network Setup Utility 


The new NWPSETUP utility gives network supervisors greater control over every aspect 
of WordPerfect 6.0. The .SET files can be assigned to groups that correspond to task, 
printer, deparcment, and so forth. The supervisor can then choose a group to be updated. 
Any .SET file on the system can be used as the master .SET file from which changes will 
be copied. Also, both network and local printers can be updated using this utility. 
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Body Text 


Outline Text 
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Outlines 


Outlines provide an important way to organize information using numbers, bullets, or 
headings. WordPerfect 6.0 makes it even easier to use an outline. 
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I. Section A: Organization Sunmary 


This section presente a brief cverviev of the company. including 
its history, its policies. and its personnel. 


II. Section В: Management Summary 


A. Staff Summary 
1. Engineers 
2. Writers 
a. Technical 
b. Promotional 
3. Drafting Artists 
B. Management 
l. Susan Hieftje. CEO 
2. Juan Caldiero, Vice-president 


III. Section C: Specialty Divisicns 


This section highlights the areas in vhich Ecoservices vill be 
involved. 


Mater Storage and Conservation 
Outdoor Reercation Facilities 
Erosicn Centrol 

Wildlife Preservation 

Forest Planning 

Air Quality 
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Collapsible Outlines 

When you are working with an outline that contains body text between outline items, 
you can temporarily collapse the outline by hiding body text to facilitate editing. You can 
also hide subordinate levels of the outline so that only the main levels of the outline 


display. 
Outline Bar 


You can use the Outline Bar to make quick adjustments to your outline. To display the 
Outline Bar, choose Outline Bar from the View menu. 


See Outline in Reference for a complete description of the available options on the Outline 
Bar. 


Outline Styles 

You can define a style for each level of an outline. For example, you may want to create a 
numbering format that automatically inserts indents and hard returns where you want 
them in each level of an outline. See Outline in Reference. 


Page Numbering 


Page Numbering lets you choose the type of numbering you want (such as Arabic or 
Roman numerals) and place page numbers in a specific location on the printed page. In 
addition to page numbers, you can use chapter and volume numbers that allow you to 
include numbers for larger subdivisions of your document with a page number. These 
levels of page numbering are especially useful when working with larger documents. 


Print Preview 


Zoom In/Out 

By using the mouse to drag across the area you want to see or by selecting a specific zoom 
percentage, you can look at various sections of a document in Print Preview. Editing is 
now easier because you can zoom up to 1000%. 


Print Preview/Thumbnails 

WordPerfect 6.0 lets you view from 1 to 255 pages of a document at a time in Print 
Preview. Thumbnails let you see exactly how the flow of information fits into the format 
of a complete document. 


Like the View Document feature in WordPerfect 5.1, the Print Preview feature in 
WordPerfect 6.0 lets you see what your printed document will look like. Choose Print 
Preview from the File menu to view your document. 


You can view the next page or the previous page, and you can size the viewing area to 
look at several pages at a time by choosing a menu item or by clicking a button on the 
Button Bar. 


| Thuabnall page(s) 1-6 Paper Size: 8.5" X 11" 2Р1 


Print Preview showing thumbnail sketches of 
merged letters. 
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Printing 


Reverse Printing 

You can print documents with the last page first so that when the print job is complete, 
the document will be correctly collated. 

Color 


You can print color graphics and text to any printer that allows color. You can choose 
from over 16 million different color combinations and create your own color palettes. 


Booklet Printing 


You can use duplex or booklet printing to print pages of a document for pamphlet-style 
production. First, use the Subdivide Page feature to place two logical pages on a single 


printed page. Then select the Print As Booklet option, which automatically orders the 
pages for you. 
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In an 8-page document, for example, WordPerfect will print page 1 with page 8, page 2 
with page 7, and so on. 


QuickFinder 


If you frequently need to search for words or phrases in a group of documents, 
QuickFinder lets you create, edit, and update indexes of files that are contained in 
directories, subdirectories, or disks. You can then quickly search the QuickFinder indexes 
by key words, phrases, or other dictates you specify. 
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Zoom 


QuickList 


QuickList™ makes it easy for you to access the files and directories you use most. When 
you define your QuickList, the directories and files you specify are instantly 
available—you dont have to type a long pathname or click through a hierarchy of drives 
and directories to reach them. 


Ñ QuickList 
Filenane/Directory: C:NUPSONGRAPHICS 


Capture 

| Data 

| Elephant .upg 
Equations 
Forn 
Graphics 
Lessons 
Letters 
Lion.upg 
| Macros 
Meno 
Outline 


To learn how to customize the QuickList, see QuickListin Reference. 


The Ribbon lets you quickly access a variety of features that affect the size and appearance 
of text in your document, such as choosing a font, changing justification, or defining 
columns. You can use the Ribbon in Text Mode, Graphics Mode, or Page Mode, but 


you can only access it with a mouse. 


Columns 


Font Size 


Justification 


Search and Replace 


In WordPerfect 6.0, you can search for and replace specific codes—such as Margins, 
Fonts, Justification, and Styles—as well as general codes. 
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If your hardware supports sound, you can play back recorded sound clips in any 
WordPerfect 6.0 document. This feature is especially useful when you want to dictate a 
message or comment about an existing file. You can even pause the sound clip as you 
work, so actual dictation is possible using only WordPerfect and the necessary hardware. 
A sound clip appears in the document as a comment. The comment describes what the 
sound clip contains. 


Speller 


You can now chain or link multiple dictionaries in WordPerfect 6.0. You can also set up 
the Speller to check for numbers in words, double word verification, and notification of 
irregular capitalization. 


Styles 


You will find Styles more powerful, yet easier to use in WordPerfect 6.0. Styles are now 
designated as paragraph, open, or character, making them more intuitive. Styles can also 
be linked to other styles, so that when the first style is turned off, a second style is 
automatically rurned on. 


You can now use Styles anywhere in the program where some kind of customizable setup 
is available. Styles can also be saved to style libraries and later retrieved into other 
documents. 


Line Styles 

You can choose from several pre-created Line styles for graphics lines, border lines, table 
lines, or graphics box lines. The Lines styles include single, double, dashed, dotted, thick, 
extra thick, thick thin, and thin thick. You can also customize your own Line styles. 


Fill Styles 


You can customize your own Fill styles by using a variety of colors, gradient shade 
options, and predefined patterns. 


Border Styles 
Fill Styles and Line Styles can be used to create Border Styles. You can use border styles 
for paragraphs, columns, pages, graphic boxes, and tables. 


Graphics Styles 

You can easily create a graphics box rather than having to choose from a figure, user, text, 
or table box. You can then select or create a Box Style to select such things as the size, 
positioning, and border options of the graphics box. 


Style Libraries 


Styles you create can be used only in the current document, unless you save the list in a 
style library that can be retrieved into other documents. 


While you work on a document, you can access all the styles you have created for that 
document, as well as styles from a personal style library or a shared style library. 


A personal style library is a file containing a list of graphics and text styles you have 
assembled for creating a certain type of document, such as a newsletter. A shared library 
works like personal style libraries; however, it is designed for use on a network where 
many different users can access it. 


System Styles 
WordPerfect 6.0 stores system styles in the WordPerfect program file. These styles affect 
various features such as Outline, Header, Footnote, Figure Box, Double Border, and 


Thick Line. 


If you want to edit a system style for use with future documents, you can copy the edited 
style to a personal or shared library, then use that library for every document you want the 


edited style to affect. 


Suhtdivide Page 


You can divide a physical page into several logical pages. You can use Subdivide Page 
(instead of the Labels feature) to create items such as programs, booklets, cards, and 
tickets. 


Table of Authorities 


The Table of Authorities feature lets you see a list of the short forms and sections in a 
document. 


Tables 


Table borders in WordPerfect 6.0 are now independent of table lines and can be turned 
on or off as a whole. Fill patterns, customizable lines, and spreadsheet capabilities have 
been to added to Tables in WordPerfect 6.0. 
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Some of the spreadsheet 
functions available in Tables 
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Spreadsheet Functions In Tables 
Spreadsheet capabilities are built into che WordPerfect 6.0 Tables feature. These 


capabilities let you accomplish many spreadsheet functions without having to buy a 
separate spreadsheet package. 


ПИ fable Functions ЖШШЕ 


PMT(ratez, PU, periods, FU C,typel) 
POWER(nunber1, nunber2) 

PRODUCT(1ist) 

PROPER(text) 

PU(ratez, payment, periods, FU [,type]) 
QUOTIENTClist) 

RAD IANS (nunber ) 

RANDON ( (number 1) 


You can create names for tables, columns, rows, cells, and ranges of cells that you have 


blocked. These named items can then be accessed from other tables in the same 
document. 


Point Mode 


When you are creating a formula, you can select Point Mode and specify exactly which 
cells you want to be included in the formula. 


Hoating Cells 


The floating cell feature lets you use the figure from a table formula in a different place in 


your document. If you update the figures in the table, the figure in your document will 
be updated automatically. 


Template Documents 


WordPerfect 6.0 comes with several professionally designed documents (such as 
MEMO.TEM and LETTER.TEM) that you can open and edit. The .TEM extension Is 
short for template. These documents are called templates because you can use them 
repeatedly to create a specific type of document, such as a memo or a letter. Templates 
are located in your documents directory (for example, C:\WPDOCS) or your Learn 
directory (for example, C:\WPGO\LEARN). 


Undo 


In addition to the Undelete feature, WordPerfect 6.0 has an Undo feature. 


Undo Reverses the most recent change to the document 


Undelete Displays and lets you restore any of your last three deletions 


You can use Undo to reverse most actions such as typing or deleting text, inserting 
graphics, sorting, and changing margins and tabs. You cannot undo an action thar does 
not change the document, such as moving the cursor or closing a dialog box. 


HINT: Undelete works the same way in WordPerfect 6.0 as it does in WordPerfect 5.1. 
While Undelete is an effective means of moving text in WordPerfect 5.1, you may find it 
easier to move text in WordPerfect 6.0 using the Cut (Ctrl+x), Copy (Crrl+c) and Paste 
(Ctrl+v) commands. 
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Watermarks 


The Watermark feature lets you superimpose printed text over a background image, both 
of which can be generated by WordPerfect at the same time. 


The Fat Tire Club 


1320 E. Cenega, Covina, CA 91724 
Corey Hickman May 4, 1993 


600 Robin Road 
Phelps NY 14818 


Dear Corey, 


We're Southern Utah bound. We're pedaling out to the canyons on a sun-baked network of 
old prospecting wails, cattle paths, and dry washes. Here is where the ten years of training 


will pay off—where well leam the true meaning of world-claty mountain on 
Charles can pedal to the limit. V/ 
" 


Watermark 


Although Leslie is not нт Ч desert buff (she helped us appteciste the mist and tall 
Oregon pines on the соз}, even she will be inspired by naturally sculpted vistas of 
fathomless canyons, sheer «ШЇ. and solitary peaks. And doa be surprised if you spot an 
occasional petroglyph o some other vesuge of prehistoric life. (We wont remind Dale of 
what he missed in the To Щщ " кане 
Bet what we're really going З giperiente is the Mlickrock. We're talking troctidinal Navajo 
sandstone containing every shade of red Imaginable. In this ээлесе wunthy | territory, 
where brain and brawn become one, we'll perform aerials and palal pivots aixlacioosly. We'll 
undaustedly tke: on actos law-nde fall-aways and ооа every Уры. climb. 
Are you wtih us? Septctabe 7 is the оры date Jean will fe cate of wa d Bal lodging 
arrangements, but not without a $500 deponit / 1T will all be by September 19. Then we 
sproghet heads will be safe in our offices, having Ah beh the "Hi Zoot" for hu 
sunt! Ef os 

| Gy 
тае call Jean и (212) 726-6553 bfore July 3 with E es. or may) jl 


Sinterly, 


This feature eliminates the need to use rubber stamps or customized stationery. 
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WordPerfect Characters (Compose) 


Like the Compose feature in WordPerfect 5.1, the WP Characters feature in WordPerfect 
6.0 lets you insert extended characters into your documents. The quick keystroke for 
inserting special characters is Ctrl+w. 


ШШЕ wor ascii о В 
Multinational a)! 
Munbd Phonetic (2) | 
Box Drauing (3) 


Set >Туроцгарһїс Synbols 
Iconic $улЬо1< R 

m~~ Chard Hath/Scientif ic 

Math/Sci. Extended 

Greek 

Hebreu 

Д Cyrillic 

| Japancsc 

ү User-Defined 

Arabic 

Arabic Script —— (14 


(Heie) бее] (Сеет 


Set Pop-up List 


To insert a WordPerfect character, you can select the character from one of the character 
sets, or you can type the character set number in the Number entry field, just as you 
would when using Compose. 


Zoom 


In both Graphics Mode and Page Mode, you can choose how closely you would like to 
look at your document. In version 5.1, because of font or formatting variables, text often 
"ran off" the edge of the screen, making it necessary to scroll back and forth to edit the 
document. You can now see the entire document on the screen, regardless of what type 
of font is selected. 
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Questions and Answers 


This section contains answers to many of the questions you may encounter when running 


WordPerfect 6.0 for DOS. It includes the following topics: 
File Compatibility 


Fonts 

License Numbers 
Macros 

Memory 
Printing 

Screen Display 
Speed 


+ 9*9 9 è оо è 


For a more comprehensive list of questions or problems, see Appendix R: Troubleshooting 
in Reference. 


File Compatibility 


How do I convert WordPerfect document files which were created in earlier versions of 
WordPerfect? 

Documents created in earlier versions of WordPerfect are compatible with WordPerfect 
6.0 and are automatically converted as they are opened ôr retrieved in WordPerfect. 


How do I convert documents which were created іп word processors other than 
WordPerfect? 

Open or retrieve the document, and WordPerfect 6.0 will detect the document format, 
even if it is not in WordPerfect format. The Convert File Format dialog box appears, 


with the format of the file highlighted. 


If WordPerfect does not list the exact format of your document when you open it, select 
the closest format. For example, if you have an Ami Pro 3.0 document, select the Ami 
Pro 2.0 format. WordPerfect will then convert compatible codes to the 2.0 format. 
When you are finished editing the document, save it as a WordPerfect file. Otherwise, 
the file will be saved in the original file format. 


Can I use the same Speller files tor WordPerfect 6.0 that І used in earlier versions? 

No. You cannot use the WordPerfect 5.1 main dictionary (.LEX file) in WordPerfect 
6.0. If you created a supplementary dictionary (.SUP file) in WordPerfect 5.1, you can 
retrieve it into WordPerfect 6.0, and then run a spell check on it. This lets you add these 
words to your WordPerfect 6.0 supplementary dictionary. 


Can | use the same Language Modules for WordPerfect 6.0 that | used with WordPerfect 5.1? 
No. If you purchased Language Modules for WordPerfect 5.1, you must update them for 
WordPerfect 6.0. For information on updating you Language Modules, call the 
WordPerfect Orders department. This number is listed under WordPerfect Corporation 
Customer Services at the end of this guide. 
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Fonts 


Why don't my screen fonts look the same as my printed fonts? 

WordPerfect lets you view documents in three different editing modes: Text, Graphics, 
and Page. Text Mode displays your document in monospaced characters, similar to the 
display of earlier versions of WordPerfect. The screen characters do not reflect the type of 
font or the font size you are using in your document. 


Graphics and Page Mode imitate a WYSIWYG (What You See Is What You Get) | 
environment. WordPerfect displays your document closer to the way it will look when it 
prints. When you are typing, WordPerfect matches the fonts you see on the screen as 
closely as possible to your printer fonts. Attributes such as italics, bold, and underline 
appear italicized, bolded, and underlined. If you don’t like the printer fonts WordPerfect 


matches with the fonts you see on your screen, you can map your own fonts. See Font 
Setup in Reference. 


1 use a third-party font program with other programs. Can Iuse these fonts in WordPerfect 
6.0? 

WordPerfect 6.0 supports the following font types: AutoFont, Bitstream Speedo, CG 
Intellifont, Type 1, TrueType, and HP LaserJet (Bitmapped Fonts). If your third-party 
font program falls within one of these font types, you can easily install your font to 


WordPerfect using Font Setup. See Font Setup in Reference for more information about 
installing fonts. 


License Numbers 


11081 my license card. Can I get a new license? 


If you can provide proof of purchase, WordPerfect will send you a new license number. 
For more details, contact Customer Registration. See the phone number listed under 


Welcome at the beginning of this guide. 
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Macros 


Can | use macros | created with WordPerfect 5.1 in WordPerfect 8.0? 
Yes. WordPerfect 6.0 comes with a macro conversion program that converts your 
macros. With some complex macros, you may need to make some changes to the macro 


after you've converted it. See the Online Macros Manual for more information (choose 
Macros from the Help menu). 


Where is the macros manual? 
WordPerfect 6.0 comes with an extensive Online Macros Manual. While running 
WordPerfect, choose Macros from the Help menu to access the Online Macros Manual 


For a quick list of macro commands, you can press Ctrl+PgUp, then choose Macro 
Commands. 


I can't use my Ctrl key to name macros. Why? 

WordPerfect reserves Ctrl keys for use in development. You cannot name a macro using 
the Ctrl key. You'll also notice thar WordPerfect uses the Alt key in combination with 
certain keys to access pull-down menus. For example, Alt«f accesses the File menu. If 
you use keystrokes, you may not want to name macros using the Alt key with those keys 
that access pull-down menus. 


If you do create a macro using the Alt key with a key that accesses a pull-down menu, the 
macro keystroke will override the menu option. 


Memory 


Why do | keep getting Out of Memory messages? 

Your computer's memory may be insufficient for the tasks you arc trying to perform. 
WordPerfect requires a minimum 480K of the available conventional memory in your 
computer to run (we recommend at least 520K). 


To find out how much memory you have available, choose WP Info from the Help menu 
when running WordPerfect. See Memory in Reference for more information. 


You may need additional memory when you work with large files or perform certain 
functions, such as converting documents, printing, working with graphics, or using 
Speller and Thesaurus. You can purchase a memory manager and expanded or extended 
memory to free up more conventional memory. See your vendor or dealer. 


Another possibility is that your system is not configured properly. If you have configured 
your memory as expanded rather than extended, or if you have allocated too much 
memory to the RAM drive, your computer may not have enough memory to perform. 
For more information on configuring your system, see your DOS manual. 


Printing 


Can use the same printer files in WordPerfect 6.0 that | used for earlier versions? 

While you can convert printer files to use with WordPerfect 6.0, we do not recommend 
using printer drivers from earlier versions of WordPerfect. A Standard Installation of 
WordPerfect 6.0 installs updated printer files with your program. 


What should I do if I'm experiencing printer problems? 

See Appendix R: Troubleshooting in Reference. It contains sections on printing tips and 
common problems and solutions. If you continue to have problems, feel free to call 
Customer Support. 
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Screen Display 


Why does WordPerfect sometimes make my text spread out so much that I have to scroll back 
and forth to read it all? 


If you are in Text Mode and have selected a small font or a proportionally sized font, the 
text may extend beyond the edge of the screen, requiring you to scroll back and forth. 
Since Text Mode doesn’t display the fonts as they will be printed, with some fonts the 
screen must shift to fit all the characters that will be printed on one line. 


Text does not extend beyond the screen in Graphics Mode or Page Mode since fonts 
appear on the screen as they will be printed. 


How can | scroll from left to right? 


You can select Horizontal Scroll Bar from the View menu so that a scroll bar displays at 
the bottom of the screen. You can then drag the scroll bar with your mouse. 


You can also use the arrow keys to scroll across the screen. See Cursor Movement in 
Reference for more information about cursor movement and scrolling. 


r-———— ————————— -——— ——,»--——————— UG 


Speed 
What can І do to speed up WordPerfect 6.0 for DOS? 
To make WordPerfect run faster, you can do the following: 


Add memory to your system. WordPerfect requires a minimum of 480K available 
conventional memory (520K recommended). 


* Use a disk cache program. 


* 


Remove any Terminate and Stay Resident (TSR) programs. 


Use the /R startup option to load the entire WPFIL file into expanded or extended 


memory. 


* 


Use a memory manager program to free up more conventional memory. 
* Use Text Mode rather than Graphics Mode or Page Mode. 


Limit the number of document windows open at one time (you can have up to nine 
open). 


Avoid extra large documents. Consider dividing documents over 50 pages into 
smaller files. 


Calling Customer Support 


If you need assistance beyond what the Help feature and WordPerfect manuals can 
provide, feel free to call Customer Support. Customer Support is designed to offer you 
fast, courteous service in response to any questions you have about WordPerfect. 


Before calling, be prepared to explain your problem. Try to duplicate it, chen write down 
what happened step by step. Also, be at your computer and try to have the following 
available: 


• WordPerfect Reference 
* Original (master) WordPerfect 6.0 for DOS disks 


* License number and WordPerfect program date (You can display these by choosing 
WP Info from the Help menu) 


* The brand name, type, and model of your computer, graphics card, and mouse 


If your problem is related to your printer or sheet feeder, you need to know: 


* The brand name, type, and model of your printer, and the release date of your printer 
(.ALL) file 


* The brand name, type, and model of your sheet feeder 


To provide you with the most efficient service, we have created specialized support 
groups. If you call the number for the group that most closely corresponds to your 
problem, we can assist you in a more effective and timely manner. The phone numbers 
for Customer Support are listed under WordPerfect Corporation Customer Services at the 
end of this guide. 


In addition to traditional phone support, WordPerfect Corporation offers a variety of 
other support services, such as the WordPerfect InfoShare Fax Service, WordPerfect 
Corporation Bulletin Board Service (BBS), and WordPerfect Forums on CompuServe. 
See Additional Customer Support Services under WordPerfect Corporation Customer Services. 
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Orders 
To order WordPerfect 6.0 for DOS or other WordPerfect products, use one of the 


Orders numbers listed below. For competitive pricing, see your local reseller. If you're 
outside the United States, U.S. Territories, or Canada, please contact your WordPerfect 
Affiliate office or local reseller. 


You can also contact WordPerfect Corporation about the availability and prices of other 
product components (such as disks, templates, and manuals), using a number listed 
below: 


Orders (800) 321-4566 (toll-free) 
(801) 226-6800 (toll) 
International Information (801) 222-4200 (toll) 
Fax (801) 222-5077 (toll) 
Supplementary Materials and Services 


WordPerfect Corporation offers other supplementary materials and services for 
WordPerfect 6.0, including the following: 


* Additional Coaches, Coaches source files, and documentation on creating Coaches 


* 


Utilities disk (including PTR program, Speller Utility program, and so forth) 


* Additional printer drivers 


* 


Additional graphic drivers 

* Additional fonts 

Macros manual (printed version of the Online Macros Manual) 
* PTR manual 


* Certification program information (for certifying instructors and systems engineers as 
well as auchorized training centers) 


* 


* Training materials (such as course outlines, class exercises, transparency masters, 
student handouts, and demonstration files) 


You can receive detailed information about the availability and cost of these and other 
materials by calling one of the Information Services numbers listed under General 
Information at the end of this section, or by using the WordPerfect InfoShare Fax Service. 
For more information on InfoShare, see WordPerfect Corporation InfoShare Service under 
Additional Customer Support Services later in this section. 
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Customer Support 


If you have a question or problem when using WordPerfect, you may want to look at the 
Questions and Answers section in this guide and Appendix R: Troubleshooting in Reference. 


If you still can't find the answer, feel free to call Customer Support or use one of the 
additional Customer Support services (such as the WordPerfect InfoShare Fax Service, 
the WordPerfect Corporation Bulletin Board Service (BBS), and WordPerfect Forums on 
CompuServe) described later in this section. 


Before you call Customer Support, be ready to explain your problem or the kind of 
information you need. Make sure you’re at your computer when you call. 


If you’re an English version user within the United States, U.S. Territories, or Canada, 
you can get toll-free support by dialing the numbers listed below. If you are outside the 
United States, Puerto Rico, the U.S. Virgin Islands, or Canada, please contact your local 
WordPerfect Affiliate or authorized reseller for customer support. 


Installation of WordPertect Sottware . 
For assistance when installing WordPerfect 6.0 for the first time, when installing an 
upgrade, or for answers to general installation questions, call the following numbers: 


Installation (800) 228-9012 (toll-free) 
(801) 228-9954 (toll) 


General Features 
For assistance when using WordPerfect features, call the following numbers: 


Equations, Graphics, Sound, (800) 228-9006 (toll-free) 

Tables (801) 228-9952 (toll) 

Macros, Merge (800) 228-9013 (toll-free) 
(801) 228-9951 (toll) 

All Other Features (800) 228-9038 (toll-free) 


(801) 228-9950 (toll) 
Printing, Faxing, and Using Fonts 


For assistance when selecting a printer, setting up print options, or experiencing printing 
problems in WordPerfect, call the number below that corresponds to the type of printer 
you use. You can also call any of the numbers if you have problems faxing WordPerfect 
documents directly from your computer using a fax modem or a fax server on a network. 


Laser or PostScript Printer (800) 228-9027 (toll-free) 
(801) 228-9955 (toll) 


Dot-matrix Printer and All Other (800) 228-9032 (toll-free) 
Printers (801) 228-9956 (coll) 


For help with printer hardware problems or when ordering printer accessories, such as toner or font 
packages, contact your local dealer. 
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Networks 
If you're a system administrator and you need assistance when installing and troubleshooting 


WordPerfect on a Local Area Network (LAN), call the following numbers: 


Networks (800) 228-9019 (toll-free) 
(801) 228-9953 (roll) 


Additional Customer Support Services 


Atter-Hours Support 
You can receive after-hours support for WordPerfect products by calling (801) 222-9010. This 
number is nottoll free. You can call during the following mountain standard time hours: 


Monday 2:00 a.m. to 7:00 a.m., 6:00 p.m. to 7:00 a.m. 
Tuesday, Wednesday, Thursday 6:00 p.m. to 7:00 a.m. 
Friday 6:00 p.m. to 10:00 p.m. 
Saturday 8:00 a.m. to 4:00 p.m. 
Sunday Closed 
WordPerfect Corporation InfoShare Service 


If you have a fax machine, you can get information about WordPerfect Corporation products, 
supplementary materials and services, and Customer Support solutions to common problems. 
Through InfoShare, you can receive documents that contain detailed information in response to 
technical questions and problems. 


To receive faxed information, dial one of the numbers listed below. You can obtain a listing of 
available documents and then use document ID numbers to request the specific documents you 
want. You can call either by picking up the handset of your fax machine and dialing or by using 
a regular phone and at the end of the message entering the number of the fax machine to which 
you want the documents sent. 


InfoShare Fax Service (800) 228-9960 (toll-free) 
(801) 228-9920 (roll) 


WordPerfect Corporation BBS 


If you have a modem and communications software package, you can access WordPerfect 
Corporation’s Bulletin Board Service (BBS). 


You can use the BBS to send questions to Customer Support and enhancement suggestions to 
Development. You can also transfer problem files to Customer Support through the BBS. 


Use the following numbers to access the BBS: 


BBS (1200 or 2400 baud modems) (801) 225-4414 (toll) 
BBS (9600 baud V.32 modems) (801) 225-4444 (roll) 
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WordPerfect Forums on CompuServe 

If you have a CompuServe membership, you can get support in the WordPerfect forums. 
Though normal CompuServe charges apply, the forums are free of any surcharges, and 
there are no membership fees to access the public set of message sections and libraries. 


The WordPerfect forums contain files you can download, including printer drivers, press 
releases, product brochures, software change notices, troubleshooting information, and 
utilities. The forums also contain information about WordPerfect Corporation services, 
such as certified instructor programs, conferences, and software subscriptions. To access 
the forums, enter GO WORDPERFECT at the CompuServe prompt. 


Bectronic Support for the Hearing Impaired 


Customers with a telecommunications device for the deaf (TDD) or teletypewriter (TI Y) 
may obtain electronic support Monday through Friday from 8 a.m. to 4 p.m. mountain 
standard time at the following numbers: 


Electronic Support for the Hearing (800) 321-3256 (toll-free) 
Impaired (801) 228-9906 (toll) 


WordPerfect Corporation Customer Support Fax 


If you have a question or problem using WordPerfect, you can fax your question or a 


description of your problem directly to WordPerfect Customer Support at the following 
number: 


Fax Number (801) 222-4377 (toll) 


Direct Correspondence 


If you have a question or problem using WordPerfect, you can write directly to 
WordPerfect Corporation at the following address: 


ATTN CUSTOMER SUPPORT 
WORDPERFECT CORPORATION 
1555 NORTH TECHNOLOGY WAY 
OREM UT 84057-2399 


General information 
For answers to nontechnical questions about WordPerfect Corporation products, call the 
following: 

Information Services (800) 451-5151 (toll-free) 


(801) 225-5000 (toll) 
Information Services—French (800) 321-2318 (toll-free) 
(801) 222-5050 (toll) 
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Blue means to hold down the Alt key and press the required key. 
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Keystrokes Feature Keystrokes Feature 


Keystrokes Feature 
508-1876 Decimal Tab tre Graphics ешн мал ыш AGS ль E D. C URL ARM 
01188,3 Delay Codes Shit+F8,3,D fox MEME EM ee AGI Merge iu dos ui эссе MBA 
Delete Lines Alt+F9,2 Merge Codes Жс GAP STS р 
ену Character Left Backspace Graphics Mode = ш Data [Table RS ees ea 
filename, OK highlight ТАЕ рур Graphics Mode Screen Type/Colors_ 5.12] | Dal ТАКАНЫ EE rede SUP A 
format, Select Directory F5,0K highlight Graphics Quality — — 5 5 0 5 0 G fenus cs CREDE НЫ М tee neater Son, 1 
FA0,highlight format OK directory 6. yes Graphics Screen Type Shit+Fi,2,1,1 Mouse PERE 
SH&H,ST File F5,0K highlight file 6, yes Hard Acceleration Factor ES 14 
hfteTab to End of Line Ctrl+End Page Crtl+Enter Double-click Interval 43 
to End of Page Ctri+PgDn Return Enter Left-handed Mouse АЕ 
Word Ctrl+Backspace or Return Character Ctrl Fa Shit«F1,2 Port а 
Cir Delete. Space Home+Space Type 562011] 
Delimited Text Options Shit+F1,3,D Headers Shit+F8,5,1 Move Ctrl Fd 
ShitsFt,3, Directory Tree F5,F8 Help H Normal Text (Turn off Attributes) Ctrl 
ShitsFB,7,9,2 Display All Print Jobs Shft+F7 6 Hidden Text Alt+F5,7 Number of Copies Shits57.N 
At: F4 or F12 Display Pitch Shft+F8,4,7 Horizontal Line (Graphics) Alt+F9,2,1,1 Open Document NS 
lock Protect (Block en) ShitsF8,7,1 Display Setup Shit+F1,2 How Do | (Help) Fi How Do 1,Епіег Outline Ctrl F5 
в Document Format Shft+F8,4 Hypertext AltsF5,6 Outline Edit Ctrl+0 
ShfteFi2 or Alt+F5,5 Document Information Alt+F1,4 Hyphenation Shft+F8,1,6 Outline Style Ctrl+F5,3 
Alt+F9,3 Document Summary Shit+F84,4 Hyphenation Zone ShitsF8,1,7 Overstrike 
Esc DOS Command Cir FD Image (Graphics) Alt F9,1,1,2 highlight Create 
Sit+F7,8,3,6,3 Dot Leader Character Shit+F8,6,3 image, Enter Edit 
Ctri+F3,1,0 Double Underline Ctrl F0,3,3 —lndent H Page Borders 
Snit«f6 Double-sided Printing Shft+F8,3,8 -Indent Shft+F4 Page Format 
8 End Centering/Alignment Shit+F8,7,4 Indent, First Line Shft+F8,2,7 Page Mode 
End Field F9 Index Page Numbering 3, 
Endnote CtrlsF?7,3 Define Alt+F5,2,4 Paper Size/Type 51028,34 
бїї+1 4 Endnote Placement Ctrl+F7,4 Mark Alt+F5,1,1 Paragraph Borders ShitsF81,5 
Cirl+F,5 Enter (or Return) Enter Index (Help) FA Index,Enter Paragraph Number, Set Ctrl+F5,4 
Cirk F3 Envelope Alt+F12 or Shit+F8,3,7 Initial Codes (Document) Shft+F8,4,1 Paragraph Spacing Shft+F8,2,8 
Н,0 Error Messages (Help) FA Error Messages, Enter Initial Codes (Setup) _` Shit+F8,4,2 Password F10,F8 
F10,F9 Exit H Initialize Printer Shit+F7,8 Paste 
Calor Printing Palette 5+ 8 Exit WP Home,F7 Insert Filename ShitsF8,7,5 Print 
Co! Ctrl+F8,C Fast Save F10,Shft+F1,1 or Insert Formatted Page Number Ctrl+P or Shit+'8,3,1,7 Cancel Print Job 
Cat АЕТ (їЇ+12,5Ї+1 1 Italics Ctrl or Ctrl+F8,3,4 Color 
Cor Ctri+F7,2 Fax Services Shit+F7,9 Justification Shít«F8,1,2 Preview А 
Сот File Manager F5 Kerning Shit+F8,7,9,3 Rush Print Job Shit F7,6,2 
Add Markings AtsF58 Fill Styles Alt+F9,4 Keyboard Layout Shit+F,4 Stop Printing 7,0,5 
Remove Markings Alt+F5,9 Floating Cell Alt+F7,4 Keystrokes (Help) Fi Keystrokes, Enter Printer Commands Shit+F8,7,9,5 
ОА Flush Right Alt+F6 Labels Shit+F8,3,5 Printer Functions Shit+F8,7,9 
Alt+F5,2,4,9 Font Ctrl+F8 Language ShitsF1,3,L Prompt for Hyphenation ShítF1,3,6 
Shit F8,72 Appearance Ctrl. F8,3 Leading Adjustment Shít«F8,7,94 QuickFinder F5,F4 
; Base Font Ctrl+F8,1 Line QuickList ББ 
0 Position Ctrl+F8,5 Draw Ctrl+F3,5 QuickMark 
Copy ( Relative Size Ctrl+F8,4 Format Shit+F8,1 Find Ctrl+F 
Copy and Paste (Block on) (ып or Ctrl+F4,2 Size CtrlsF8,2 Height Shit+F8,1,8 Set 00 
Copy File F5 Enter, highlight file,4 Underline Ctrl+F8,6 Justification Shit+F8,1,2 Redline Ctrl+F8,3,8 
Counters 911278,6, Font Setup Ctrl+F8,Shit+FA Numbering ShitsF8,1,4 Relative Size Ctrl+F8,4 
Create Directory F5,0K.H,type in new Footers Shft+F8,5,2 Spacing Shft+F8,1,3 Repeat (+В 
directory,0K,0K Footnote САНЕТ, List, Define Alt+F5,2,2 Replace Alt+F2 
1.0514 Force Odd/Even Page Shit+F8,3,F Location of Files Shit+F,5 Replace, Extended Alt+F2,7 
ДЇ+Б 1,5 Form Number (Network only) Shit+F7,0,2 Macro Control Ctrl+PqUp Retrieve ShitsFi0 
ShiteF 13.3 Format Document for Default Printer on Open Shít+F1,3,5 Macro Play Alt+F10 Retrieve Image (Graphics) AlteF9,Shit-F10 
CtrleX Generate Tables, Indexes, etc. Alt+F5,4 Macro Record CirleF10 Reveal Codes AltsF3 or Fld 
Cut an Cirl+Del or Ctrl F4] Glossary (Help) FA Glossary, Enter Mail Current Document as Message (Office 4.0) CtrlsF1,8 Reveal Codes Windows Percentage Ctrl+F3,6 
5й+5 Go (Start Printer) Shit+F7,6,G Margin Release (Back Tab) Shft+Tab Save Ctrl+F12 
Format Go To Ctrl+Home Margins, Document Shft+F8,2 Save As 10 
Insert Date Code Go to DOS Ctri+F1,G Margins, Paragraph Shft+F8,2 Save Block (Block on) F0 
sert Date Text Go to Shell CtrlsFl Mark Text AltsF5,1 Screen CtrlsF3 
ecimal'Align Character Grammatik AltsF1,3 Master Document AltsF5,3 Search, Backward ShitsF2 


Feature Keystrokes 
Search, Backward Extended ПАВ ease eee re: ҮЙ 
Cex Foma ees ot vos кушар 
Search, Forward Extended F25 
Select Page Ctrl+F4,3 
Select Paragraph (М2 
Select Printer Shit+F7, 
Select Sentence бн] 
Setup 5+ 
Shadow Ctrl+F8,3,6 
Shell Ctrl Fi 
Shortcut Keys (Help) F1 Shortcut Keys, Enter 
Gee ОЕ мш 
Sort Ctrl+F9,2 
Sound Clip (+78 
Sound Clip, Play (1ї+5 
Space Spacebar 
Special Codes Shit+F6,6,7 
Spelling Ctrl+F2 or Alt+F4,1 
Spreadsheet Alt+F7,5 
Create Link Alt+F7,5,2 
Edit Link Alt+F7,5,3 
Import Alt+F7,5,1 
Link Options Alt+F7,5,4 
Strikeout Cir F0,3,9 
Style Alt+F8 
Subdivide Page Shít+F8 3,6 
Subscript Ctrl+F8,5,3 
Superscript 01852 
Suppress (Page Numbering, Headers, Etc.) Shit+F8,3.9 
Switch Shit+F3 
Switch to Document R 
Tab Tab 
Tab Set Shit+F8,1,1 or СЕРІЇ 
Table Edit Alt+F7,2,2 or Alt+F11 
Table (Graphics) Alt+F9,1,1,Y,Table Box 
Table of Authorities Alt+F5,2,3 
Define Alt+F5,2,3 
Edit Full Form AltsF5,1,3 
Edit Full Form (Block on) Alt+F5,3,3 
Edit Short Form Alt+F5,1,2 
Edit Short Form (Block on) Alt+F5,3,2 
Generate Alt+F5,4 
Table of Contents AlteF5,21 
Define AltsF5,2,1 
Generale AlteF5,4 
Mark (Blockon) — CAI FS 
Tables AltsF7,2 
Template (Help) Ff, Template Enter or 1Р1 
Text Box (Graphics) All F9,1,1, Y; Text Box 
Tex Mode Ctrl+F3,2 
Text Mode Screen Type/Colors Shit+F1,2,2 
Text Quality Shít+F7,T 
Thesaurus Alt+F1,2 
Thousands Separator Shft+F8,6,2 
Tile Ctrl+F3,1,4 
Toggle Text or Paragraph Number CtriT 
Doce cue ус E e. 0 07 meer 
Undelete Esc 
Underline F8 
Underline Spaces/Tabs Ctrl+F8,6,1 and/or 2 


Feature 


Undo 

Undo, Allow 

Units of Measure 

User-Defined Box (Graphics) 
Vertical Line (Graphics) 
Watermarks 

Widow/Orphan Protect 

Window 

Word/Letter Spacing 

Word Spacing Justification Limits 
WordPerfect 5.1 Cursor Movement 
WordPerfect 5.1 Keyboard 

WP Characters 

Writing Tools 


Zoom (Page and Graphics Modes Only) Ctrl F3,7 
Cursor Controls 
Feature Keystrokes 
Left One Character Left Arrow (<) 
Right One Character Right Arrow (>) 
Left One Word Word Left (Ctrl+<-) 
Right One Word Word Right (Ctrl) 
Left Side of Screen Home,Left Arrow (<) 
Right Side of Screen Home,Right Arrow (>) 
Far Left of Line Home,Home,Left Arrow 
(even when the line extends beyond the left edge of the screen) (c) 
Far Right of Line Home, Home, Right Arrow 
(even when the line extends beyond the right edge of the screen) (2) 
Up One Line Up Arrow (1) 
Down One Line Down Arrow (2) 
Up One Paragraph (її+р Arrow (7) (on 
keyboards with enhanced 
BIOS) 
Down One Paragraph Ctrl Down Arrow (}) (on 


Keystrokes 


Ctrl+Z 
ShitsF1,3,4 
ShftsF1,3,7 
Alt+F9,1,1,Y,User Box 
Alt+F9,2,1,1,V 
Shit+F8,5,3 
Shit+F8,7,3 
Cir Fl 
Shít:F8,7,0,6 
hft«F8,7,9,1 
ShítF1,3W 
Shit+F1,3,K 
ShítsF11 or САМ 
Alt FI 


keyboards with enhanced 


BIOS) 

First Line on the Previous Page Page Up (Pg Up) 

First Line on the Next Page Page Down (Pg Dn) 

Top of the Screen (then up one screen ata time) Home,Up Arrow (1) or 
minus sign (-) on the 
number keypad (Ensure 
Num Lock is off) 

Bottom of the Screen (then down one screen at a time) Home, Down Arrow (4) or 
plus sign (+) on the 
number keypad (Ensure 
Num Lock is off) 

Beginning of a Document Home,Home,Up Arrow (T) 

End of a Document со нуп Arrow 
(9 

End of the last code on that line Home Home, Home, Right 
Arrow (2) 

Beginning of first code on that line Home Home, Home, Left 
Arrow (<) 

End of a Document (after any formatting codes) Home Home, Home, Down 
Arrow (0) 

Beginning of a Document (before any formatting codes) Home,Home,Home,Up 
Arrow (T) 


